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Objectives 
 

 Identify the key requirements of a menu. 

 

 Develop or revise standardized recipes to include essential 

information, determine what a portion contributes to the meal 

pattern including vegetable subgroups. 

 

 Identify important and required aspects and benefits of a production 

record. 

 



Objectives 

 Use Child Nutrition (CN) Labeling to demonstrate how a product 

contributes to the meal pattern requirement. 

 

 Improve food safety by strengthening temperature records and food 

safety plan. 

 

 Have records prepared for an administrative review. 

 



Kitchen Records to Keep  
◦ Menu  

◦ Production Records  

◦ Recipes 

◦ Labels  

 CN 

 Nutrition Facts 

 Product Formulation Statement 

◦ Food Safety Plan   

 HACCP 

 Temp Logs 

 



    MENU 

Everything starts with the menu.  The menu dictates  

 

a lot about how your operation is organized and  

 

managed and shows if the meal components are being met. 

 



Menu Wisdom 

 Attractive, colorful and logical 

 

 Use icons and pictures to symbolize whole grain-

rich and low sodium items. 

 

 Advertise local products  

 

 Indicate full, free and reduced meal prices. 

 



 

 

 

 

 

 

 

Make sure parents and students are 

aware of the USDA guidelines  
• The requirements for: 

• Meat/Meat Alternate 

• Grain 

• Fruit 

• Vegetable  

• Milk  

• The restrictions on: 

• Sodium  

• Saturated fat 

• Calories 

• Trans fat 

 

 



Specify the meal 

components offered each 

day including fruit and milk 

choices 



Educate parents and 

students on Offer vs serve  



Include items that 

are offered daily  



 Program materials including menus must have the 

appropriate non-discrimination statement.  

USDA Nondiscrimination Statement 

For all other FNS nutrition assistance programs, State or local agencies, and their subrecipients, must post the following 
Nondiscrimination Statement: 

In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and policies, the 
USDA, its Agencies, offices, and employees, and institutions participating in or administering USDA programs are prohibited 
from discriminating based on race, color, national origin, sex, disability, age, or reprisal or retaliation for prior civil rights 
activity in any program or activity conducted or funded by USDA.  

Persons with disabilities who require alternative means of communication for program information(e.g. Braille, large print, 
audiotape, American Sign Language, etc.), should contact the Agency (State or local) where they applied for benefits. 
Individuals who are deaf, hard of hearing or have speech disabilities may contact USDA through the Federal Relay Service at 
(800) 877-8339. Additionally, program information may be made available in languages other than English.  

To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, (AD-3027) found 
online at: http://www.ascr.usda.gov/complaint filine_cust.html, and at any USDA office, or write a letter 

addressed to USDA and provide in the letter all of the information requested in the form. To request 

a copy of the complaint form, call (866) 632-9992. Submit your completed form or letter to USDA 

by: 

(1) mail: U.S. Department of Agriculture 

Office of the Assistant Secretary for Civil Rights 

1400 Independence Avenue, SW 

Washington, D.C. 20250-9410; 

(2) fax: (202) 690-7442; or 

(3) email:program.intake@usda.gov. 

This institution is an equal opportunity provider. 



◦ If the program material is too small to contain the full 

statement, the material at minimum must include the 

following statement. 

 

 

 

“USDA is an equal opportunity 

provider.” 



Recipe 
The United States Department of Agriculture (USDA) defines 

a standardized recipe as one that “has been tried, adapted, 

and retried several times for use by a given foodservice 

operation and has been found to produce the same good 

results and yield every time when the exact procedures are 

used with the same type of equipment and the same 

quantity and quality of ingredients.” 

 



Standardized Recipes 
 

 

Benefits of a standardized recipe 

◦ Consistent food quality 

◦ Predictable yield 

◦ Customer satisfaction 

◦ Consistent nutrient content 

◦ Food cost control 

◦ Efficient purchasing procedures 

◦ Inventory control 

◦ Labor cost control 

◦ Reduced record keeping 

◦ Anyone trained in your kitchen can cook menu items based on 

your standardized recipes  



Standardized Recipe 

1. Recipe name or title 

2. Recipe category or number 

3. Ingredients 

4. Weight/volume for each ingredient (weighing vs measure) 

5. Preparation instructions (directions) 

6. Cooking temperature and time, if appropriate 

7. Serving size 

8. Recipe yield 

9. Equipment and utensils to be used 

10. Food safety guidelines/HACCP plan 

11. Contribution  

 



Standardized Recipe  
Multi Grade Group 

Recipe No: 

RECIPE NAME:  
Grade Group: Grade Group: Grade Group: HACCP Process:   

 #1 No Cook   
#2 Cook & Serve Same Day 
#3 Includes cooling step 

Number of Portions: Number of Portions: Number of Portions: 

Portion Size: Portion Size: Portion Size: 

Serving Utensil: Serving Utensil: Serving Utensil: 

Servings per pan: Servings per pan: Servings per pan: 
INGREDIENTS MEASURE PREPARATION DIRECTIONS 

List in order used Weight Volume  

    

Total Yield                                              Number of Pans: Equipment (if not specified in procedures above): 

Weight: Measure (vol.): Pan Size: 
 

Meal Component Contribution/Nutrition Analysis Based on Portion Size 

Specify the grade group in the columns: Grade Group: Grade Group: Grade Group: 

Meat/Meat Alternate    

Vegetable Subgroups D/G B/P R/O S O D/G B/P R/O S O D/G B/P R/O S O 

               

Fruits    

Grains    

Calories    

Saturated Fat (g)    

Sodium (g)    

Trans Fat    



 



Standardized Recipe  

Food Buying Guide 

  Common can sizes 

  Utensil sizes and 

capacities 

  Purchasing guidelines 

  Updated F/V section 

  Updated M/MA section 

  Updated Milk section 

  Updated Grains Section  

 

 
 

 



Standardized Recipe  

Food Buying Guide Calculator  

 Calculates Foods in recipes based on the 
 information in the food buying guide  

  

 Can be accessed here  

http://fbg.nfsmi.org/


Standardized Recipe 
Putting it all together: Creating a recipe book 

 A recipe book is a blueprint for routine reference, containing one 

page for each recipe and every food item used and every menu item 

made, including condiments, milk, jellies, crackers, etc.  

 

 Guide to what can be used in creating menus. 

 

Meat/Meat Alternate 

Grains/Breads 

Vegetables 

Fruits 

Condiments 

Milk 

 

Meat/Meat Alternate 

Grains/Breads 

Vegetables 



Production Record 

The menu production record is a valuable tool 

in the menu planning process.  It serves the dual 

purpose of demonstrating compliance with 

program requirements and communicating the 

menu to staff. 



Production Record 

Daily Requirement (Breakfast, Lunch, Salad bar and Snack) 

 

Production records also provide…. 

 Staff direction and communication  

 Forecasting 

 Support claim for meals 

 Ability to track items for nutrient analysis 

 

The menu production record is the perfect tool for tracking 

student acceptance of a recipe. 

***Keep for 3 years plus current year*** 

 



Production Record 

Required Contents: 

1. Food Components 

2. Recipe or product used 

3. Planned number of servings (student & adult) 

4. Serving Sizes  

5. Total amount of food prepared  

6. Actual number of reimbursable meals 

7. Number of adult meals & a la carte 

8. Leftovers and Substitutions 

Temperatures may be also included (Optional) 

 



Production Record 

Be sure to: 

 Record Fruit (F), Vegetable (V) and Milk in CUP size 

  

 Record Meat/Meat Alternate (M/MA) and Grain in 

 OUNCE/oz. eq.  

 

 Condiments such as mustard, catsup and jelly are 

 not counted as a menu item or component, but 

 count toward the nutrient analysis, so portion sizes 

 of all condiments used must be projected.  

 (example: 2 ½ No. 10 cans = 287.5 oz divided by 270 students  

 = approximately 1 oz catsup used per student) 

 



Production Record 

Weight vs. Volume 

 

8 oz. lettuce 
½ cup lettuce 

1 cup leafy green vegetable = ½ cup of vegetable 



Production Record 

Whole fruit 

 

Most whole fruit contains ½ cup of creditable fruit. 

 

Whole apple (125-138 count)  = ½ cup fruit 

Whole pear (150 count)  = ½ cup fruit 

Banana (150 count)   = 3/8 cup fruit 

Orange (138 count)   = ½ cup fruit 

 



Date: Food Based Menu Planning--Lunch
Grade 

Group
Planned Actual

School: Per Student Daily and Weekly Total

Grade

Offer Versus Serve?    Yes____ No____ Today so far/wk Today so far/wk Today so far/wk Today so far/wk

Grades: 

Adults

Total

Grades: Grades: Adults/ a la carte:

Serving 

Size

Planned 

Servings

Actual 

Servings

Component 

Contribution

Serving 

Size

Planned 

Servings

Actual 

Servings

Component 

Contribution

Serving 

Size

Planned 

Servings

Actual 

Servings

Vegetables: DG (Dark Green), RO (Red, Orange), BP (Beans, Peas, Legumes), S (Starchy), O (Other) -- Identify in Component Column

  

Grain/Bread: √ if Whole Grain rich in Component Column

Meal Counts

Production Record

Veg svgs Fruit svgs Grain svgs Meat svgs

Milk

Meat/Meat Alternate

Fruits

Other Foods (Condiments, etc)

S
erving 

T
em

perature

Leftover/ Comments

Recipe No. 

or Brand & 

Product 

Code

Quantity 

Prep # of 

item, 

pounds, 

cans)

Menu



Child  Nutrition Labels(CN)/ 
Product Formulation 

Statements/ Commodities  

Child Nutrition (CN) Labels, product formulation statements, and 

product labels provide a way for food manufacturers to 

communicate with school program operators about how their 

products may contribute to the meal pattern requirements for 

meals served under the Department of Agriculture’s (USDA) Child 

Nutrition programs. 



Commodities 

  Nutritional  

Commodities 

CLICK HERE 

FOR 

Information 

  Link to all USDA  
Food Fact Sheets 

  Nutrient Facts for  
Processed  
Commodities  

Our website currently has the ‘16-’17 

Nutritional Facts (above) for Processed 

Commodities of 30 different processors. 

http://dese.mo.gov/financial-admin-services/food-nutrition-services/usda-foods


Commodities 

For any products that you 

receive through commodities, 

the only required documentation 

is the “USDA Food Fact Sheet” 



Child Nutrition (CN) Label 
 The USDA, Child Nutrition (CN) Labeling Program 

provides food manufacturers the option to 
include a standardized food crediting statement 
on their product label. 

 Who runs the Program? 
◦ The CN Labeling Program is run by FNS directly 
with commercial food processing firms and in 
cooperation with the following agencies: 

Food Safety Inspection Service (FSIS), Agricultural 
Marketing Service (AMS), and National Marine 
Fisheries Service (NMFS). 



Child Nutrition (CN) Label 
 How does the program work? 

◦ The program requires an evaluation of a product’s 
formulation by FNS to determine its contribution towards the 
meal pattern requirements.  

 

◦ Once approved, it allows manufacturers to state this 
contribution on their labels.  

 

◦ The program provided Child Nutrition program operators a 
warranty against audit claims for CN labeled products, if the 
product is used according to the manufacturers directions as 
printed on the approved CN label. 



Child Nutrition (CN) Label 

 What products are eligible for CN labels? 

◦ Main dish products which contribute to the M/MA 
component of the meal pattern requirements. Examples 
include: beef patties, cheese/meat pizzas, egg rolls, 
bean burritos, and breaded fish portions. 

 Are manufacturers required to CN label products? 

◦ No! There is no Federal requirement that anyone 
manufacture or purchase CN labeled products. 
Purchasing decisions are left to the local level.  



How do I identify a CN labeled product? 
 A CN labeled product will always contain the 

following: 

 The CN logo, which is a distinct border; 

 The meal pattern contribution statement; 

 A unique 6-digit product identification number 
(assigned by FNS) appearing in the upper right hand 
corner of the CN logo; 

 The USDA/FNS authorization statement; 

 The month and year of final FNS approval appearing at 
the end of the authorization statement; 

 Plus the remaining required label features: product 
name, inspection, legend, ingredient statement, 
signature/address line, and net weight. 



  



Documenting a Watermarked CN Label 

 In the event that the original CN label from the product packaging, or a 
photocopy/photograph of that label cannot be obtained, program 
operators may provide the Bill of Lading (BoL) or “invoice” containing the 
product name and: 

◦ A hard copy of the CN label, with a watermark, 
which displays the product name and CN 
number provided by the vendor; or 

 

◦ An electronic copy of the CN label with a 
watermark displaying the product name and 
CN number provided by the vendor. 



CN Label w/ Watermark 



Product Formulation Statement 

 IF a product does not have a CN label, a signed Product 
Formulation Statement (PFS) can also be used for crediting 
and documenting purposes. 

◦ A PFS is obtained via a request to the product 
manufacturer 

 An appropriate PFS will provide specific 
information about the product, and show how the 
food credits toward the CN meal pattern, citing 
CN program resources and/or regulations. 

◦ A PFS must be SIGNED to be valid! 



Child Nutrition Label (CN) 

Proper menu documentation 

 

 Meat/Meat Alternates 

◦ Must have CN label or a signed Product Formulation Statement (PFS). 

◦ The USDA Food buying guide may be used for whole raw products 

that are not blended with grains. E.g. whole chicken breast, 85/15 

ground beef  

 Grains 

◦ Must obtain signed PFS or have nutrition facts labels with oz or grams 

per serving and the ingredient list. 

◦ May use Exhibit A with nutrition facts label  

 Combination Items (M/MA and Grains) 

◦ Must have a CN label or signed PFS. 



 









Not acceptable documentation for program requirements   



This is Not a CN label and is not 
acceptable for documentation 
purposes.   

 







Verifying acceptable Documentation of CN labels During an 

Administrative Review  

Original CN Label  

from Package  

No 

Yes 

Photocopy or Photograph of 

Original CN Label on Package  

Watermarked CN Label AND 

a Bill of Lading (Invoice) 

Request Manufacturer’s 

Product Formulation Statement 

(PFS) 

Accept 



“Whole” grain label identification 

Whole Grain Resource USDA Booklet 

 

http://www.fns.usda.gov/tn/whole-grain-resource 

 

 

 

http://www.fns.usda.gov/tn/whole-grain-resource
http://www.fns.usda.gov/tn/whole-grain-resource
http://www.fns.usda.gov/tn/whole-grain-resource
http://www.fns.usda.gov/tn/whole-grain-resource
http://www.fns.usda.gov/tn/whole-grain-resource
http://www.fns.usda.gov/tn/whole-grain-resource


“Whole” grain label identification 

 

• Whole Grain Rich Waiver 

• Allowed to serve specified products that are not 

whole grain rich with approved waiver. 

 

http://dese.mo.gov/sites/default/files/dac_forms/MO500

3123.pdf 

 

http://dese.mo.gov/sites/default/files/dac_forms/MO5003123.pdf
http://dese.mo.gov/sites/default/files/dac_forms/MO5003123.pdf
http://dese.mo.gov/sites/default/files/dac_forms/MO5003123.pdf


Temperature Records/Food 

Safety/HACCP  

Procedures designed to ensure the safe production and 

services of food. 



Temperature Records/Food Safety/HACCP  

Sometimes a simple mistake can have grave consequences. What 

may seem like a small food safety mistake can cause serious 

illness with long-term consequences…… 

 

 Ensure cooked foods reach a safe minimum internal 

temperature. 

 Minimum temperatures and holding times 

 Check food temperature in several places, especially in the 

thickest parts. 

 

***FNS requires each school in the LEA to maintain temperature 

logs for a period of six months *** 



Temperature Records/Food Safety/HACCP 

Safe Internal Cooking Temperatures 

 

 Poultry (All Types)-165°F 

 Ground Beef -160°F 

 Eggs-160°F 

 Beef, Veal, Pork, and Lamb Roasts, Steaks, and 

Chops (Med Rare)-145°F 





Temperature Records/Food Safety/HACCP 
 Develop Standard Operating Procedures (SOPs) 

◦ SOPs are step-by-step written instructions for routine food service tasks that affect the safety of 

food (‘nonspecific’ hazards), such as proper dishwashing procedures, or for tasks that are a part 

of the HACCP-based plan (specific hazards), such as proper cooking procedures 

 A school food safety program should control both specific and 

nonspecific hazards and consist of SOPs and a written plan for 

applying the basic HACCP principles. 

 Food safety plans tailored specifically for each school foodservice 

site  

◦ Types of facilities in your LEA  

◦ Existing SOPs 

◦ Number and type of employees at each site  

◦ Types of equipment  

◦ Processes for food preparation  

◦  Menu items  

http://dese.mo.gov/financial-admin-services/food-nutrition-services/food-safetyhaccp 

 

 

http://dese.mo.gov/financial-admin-services/food-nutrition-services/food-safetyhaccp
http://dese.mo.gov/financial-admin-services/food-nutrition-services/food-safetyhaccp
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http://dese.mo.gov/financial-admin-services/food-nutrition-services/food-safetyhaccp
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http://dese.mo.gov/financial-admin-services/food-nutrition-services/food-safetyhaccp
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Temperature Records/Food Safety/HACCP 

 Each building should have a HACCP 
booklet that contains 

◦ SOPs 

◦ Handling Potentially Hazardous Foods  

◦ Personal Hygiene 

◦ Reheating  

◦ Dating Procedures  

 



Cooling Potentially Hazardous Foods  

 (Sample SOP)  

 Purpose: To prevent foodborne illness by ensuring that all potentially hazardous foods are cooled properly  

 Scope: This procedure applies to foodservice employees who prepares, handles, or serves food.  

 Key Words: Cross-Contamination, Temperatures, Cooling, Holding  

 Instructions:  

 1. Train foodservice employees who prepare or serve food on how to use a food thermometer and how to 

cool foods using this procedure.  

 1. Modify menus, production schedules, and staff work hours to allow for implementation of proper 

cooling procedures.  

 2. Prepare and cool food in small batches.  

 3. Chill food rapidly using an appropriate cooling method:  

◦ • Place food in shallow containers (no more than 4 inches deep) and uncovered on the top shelf in the 

back of the walk-in or reach-in cooler  

 • Use a quick-chill unit like a blast chiller  

 • Stir the food in a container placed in an ice water bath  

 • Add ice as an ingredient  

 • Separate food into smaller or thinner portions  

 • Pre-chill ingredients and containers used for making bulk items like salads  



Cooling Potentially hazardous foods continued… 

 4. Follow State or local health department requirements regarding required cooling 

parameters.  

 5. If State or local requirements are based on the 2001 FDA Food Code, chill cooked hot 

food from:  

 • 135 ºF to 70 ºF within 2 hours. Take corrective action immediately if food is not chilled 

from 135 ºF to 70 ºF within 2 hours.  

 • 70 ºF to 41 ºF or below in remaining time. The total cooling process from 135 ºF to 41 ºF 

may not exceed 6 hours. Take corrective action immediately if food is not chilled from 135 

ºF to 41 ºF within the 6 hour cooling process.  

 6. Chill prepared, ready-to-eat foods such as tuna salad and cut melons from 70 ºF to 41 ºF or 

below within 4 hours. Take corrective action immediately if ready-to-eat food is not chilled 

from 70 ºF to 41 ºF within 4 hours.  



Temperature Records/Food Safety/HACCP 

 

Dating procedures  
Items should be clearly dated as soon as they reach the 
kitchen and then after being cooked and saved for leftovers  

First-in First-out (FIFO) 
Items should be rotated so that the oldest unexpired product 
is used first.   

 

 



Administrative Review 

Performance Standard 2 

General Areas 



Administrative Review 

Summary of Records to Keep 

Menus 

Recipes 

Production Records 

Documents for all products used 

◦CN Labels 

◦Nutrition Fact Labels 

◦Product Formulation Statements 

Temperature Logs 

◦Refrigerator/Cooler 

◦Food Temperatures 

Food Safety Inspections 

Standard Operating Procedures 

 



Administrative Review 

Performance Standard 2 

 Nutrition Quality and Meal Pattern 

 

 Supporting documentation 

◦ Menus, production records, and related materials (e.g., CN 

Labels, standardized recipes) 

 

 Records include all information necessary to support the 

claiming of reimbursable meals and any additional 

requirements 

 

 Offer vs Serve 



Administrative Review 

General Areas 

 Civil Rights 

◦ Non-discrimination statement  

◦ and procedures for accommodating students with special 

dietary needs 

◦ “And Justice for All” poster 

 Free potable water 

 Food Safety 

◦ Temperature records 

◦ Inspections 

◦ Food safety plan 



Administrative Review 

Menu documentation  

 Menu for month of review  

 

 Production records for target week  

 

 Recipes for meats, grains and combined vegetables  

 

 Cn labels, Product formulation statements, and nutrition 

facts labels for meats and grains only  



Menu Documentation  

Activity  

• Lets go over some menu items and try to figure out what menu 

documentation will be needed for the purpose of an administrative 

review.   

 

 







QUESTIONS 



Contact Me 
bryan.tanner@dese.mo.gov 
(573)751-4205 
 

Joey.samelak@dese.mo.gov 
(573)751-7889 
 
http://dese.mo.gov/financial-admin-services/food-
nutrition-services 
 
 
 
 

The Department of Elementary and Secondary Education does not discriminate on the basis of race, color, religion, gender, national origin, age, or disability in its programs and activities. Inquiries related to Department programs 

and to the location of services, activities, and facilities that are accessible by persons with disabilities may be directed to the Jefferson State Office Building, Office of the General Counsel, Coordinator – Civil Rights Compliance 

(Title VI/Title IX/504/ADA/Age Act), 6th Floor, 205 Jefferson Street, P.O. Box 480, Jefferson City, MO 65102-0480; telephone number 573-526-4757 or TTY 800-735-2966; email civilrights@dese.mo.gov. 
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